
 

 



- MVA Mission Statement 



 The purpose of this training is to provide you 

with information and guidance to help you 

better understand what is required to Title and 

Register vehicles in Maryland. 



 We want you to do business the right way 

 Be in compliance with Maryland Vehicle Laws 

 Provide great service to your customers 

 And of course, we are here to help 



 Available Resources 

 Contact information for MVA 

 Maryland Vehicle Laws related to Titling and 

Registering vehicles 

 Transaction Processing 

 

Before we begin, we have a few housekeeping 

items…. 



Questions & Answers  
 

15 MIN BREAK  

Please silence or put all cell 

phones on vibrate 

Restrooms are just outside the door 

We encourage and will provide time for questions after each session 

has ended 



http://www.mva.maryland.gov/ 

http://www.mva.maryland.gov/




















Available on MVA’s website    

 http://www.mva.maryland.gov/businesses/_doc

s/Interactive-Title-and-Registration-Manual.pdf 
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Excise Tax Find 





 Fax Numbers: 410-424-3629/410-768-7070 

 

 Supervisor: Ranae Johnson rjohnson3@mva.maryland.gov 

 

 (A, B) J. Stewart jstewart4@mva.maryland.gov 

 

 (L, R) L. Green ltyler@mva.maryland.gov 

 

 (C,U, V, Y) D. Marsch dmarsch@mva.maryland.gov 

 

 (D,F, M) B. Wiland bwiland@mva.maryland.gov 

  

 (G, H, I) V. Jenkins vjenkins@mva.maryland.gov 

 

 (J,O,Q) S. Hines shines@mva.maryland.gov 

 

 (S,T,W) D. Bernhardt dyarbrough@mva.maryland.gov 

 

 (E, P) K. Owens kowens@mva.maryland.gov 

 

 (K, N, X, Z) N. Ipalook nipalook@mva.maryland.gov 

 

 

mailto:rjohnson3@mva.maryland.gov
mailto:jstewart4@mva.maryland.gov
mailto:ltyler@mva.maryland.gov
mailto:dmarsch@mva.maryland.gov
mailto:bwiland@mva.maryland.gov
mailto:vjenkins@mva.maryland.gov
mailto:shines@mva.maryland.gov
mailto:dyarbrough@mva.maryland.gov
mailto:kowens@mva.maryland.gov
mailto:nipalook@mva.maryland.gov




 You may: 

• Order the law book online from the 

LexisNexis Bookstore at 

http://bookstore.lexis.com/bookstor

e/catalog/ 

• Call the bookstore at     

1-800-562-1197 

Note that much of the information 

contained in the law book is also 

available online through Maryland 

Manual On-Line, a website operated 

by the State of Maryland. On the 

opening page of the website, click on 

Code of Maryland (laws). 

http://bookstore.lexis.com/bookstore/catalog/
http://bookstore.lexis.com/bookstore/catalog/
http://msa.maryland.gov/msa/mdmanual/html/mmtoc.html
http://msa.maryland.gov/msa/mdmanual/html/mmtoc.html
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 New title and tags (T1) 

 New title and transfer of tags (T2) 

 New title and transfer with renewal of tags (T3) 

 New title only (T5) 

 Title for ATV’s-Need to use Class D, enter NR in the inspection field and enter AT for body style. 

 New tag registration (NR) 

 Standard renewal (SR) 

 Replacement tag renewal (RT) 

 Substitute tags (ST) 

 Duplicate registration (DU) 

 Duplicate title, Form VR-018 (DT) (Transmit only) 

 Duplicate title, Form VR-003 (Transmit only) 

 Administrative Flag fee (AF) 

 Can utilize mailing address, mail address shows on title  

 Soundex issuance with proper documents must fax Driver License, ID card, Military ID from this 

country with Driver License to MVA ERT Unit (otherwise transaction needs to be submitted to the 

MVA Branch Office)  

 Tag return 



 No salvage transactions 

 No branding of titles (can only brand for *CAL LEV* and odometer A, B or C) A 

 TITLE REQUIRING ANY OTHER BRAND “MUST” BE TAKEN TO THE MVA FOR 

 PROCESSING. 

 No VIN plate assignment 

 No new issuance of personalized or organizational tags, only transfer of 
personalized or organizational tags 

 No taxi (class B), no limousine (class Q), no ambulance/funeral (class C) 

 No state and local government (not new or transfer) 

 No law enforcement  

 No tax exempt for business (mergers, reorganizations, newly formed, 
dissolutions) 

 No tax exempt –individual transferring to intervivos trust 

 No excise tax credit for new residents 

 No out of country- (gray market vehicles) 

 No registration correction (RC) 

 No transfer tags (TT) after it’s been titled 

 No transfer with renewal (TR) after it’s been titled 



Use this form only 

when: 
•Owner(s) traded a vehicle 

in and has not provided a 

MD title 

Attach to this 

application copies of: 
•Vehicle Buyer’s Order 

•Odometer Mileage 

Statement 

•Owner(s) Valid Driver’s 

License or State  I.D.(s) 

VR-003 (01-13) 



 We are always looking into adding new processes and as 

they become available, your vendor will notify you 

electronically. 



 In some instances, the ERT System will have stops when 

registering vehicles. 

 Some Stops won’t allow: 

 Transferring Plates & Transferring Plates with Renewal when 

there is a presence of a flag(s) - This is where the transaction 

can be given New Registration Plates.  

 Issuance of New Plates when there is an Insurance 

Compliance (ICD) Flag. - This is where the transaction can 

be processed as Title Only. 

Insurance fines may be paid by 

IVR at (410) 768-7431 once the 

penalty has been accessed.  





 Complete the Maryland Application for Certificate of Title, 

(VR-005), and submit the following: 

 Certificate of Origin properly assigned 

 Dealer Reassignment if required 

 Original Dealer’s Bill of Sale 

 Odometer Disclosure Statement 

 Customer’s Insurance Coverage (on VR-005) 

 Registration Card if transferring tags $10.00 fee 

 Taxes 

 Title Fee of $100.00 except for short-term rental $50.00, 

motor scooters and moped $20.00 

 Lien Filling Fee of $20.00 for each lien recorded 



 Complete the Maryland Application for Certificate of Title, (VR-

005), and submit the following: 

 Certificate of Title properly assigned 

 Dealer Reassignments if required 

 Original Dealer’s Bill of Sale 

 Maryland Safety Inspection Certificate 

 Lien Release if required 

 Odometer Disclosure Statement 

 Customer’s Insurance Coverage (on VR-005) 

 Registration Card if transferring tags $10.00 fee 

 Taxes 

 Title Fee of $100.00 except for short-term rental $50.00, motor 

scooters and moped $20.00 

 Lien Filling Fee of $20.00 for each lien recorded 





1.  What does the acronym ERT stand for? 
Electronic Registration and Titling 

2.  Name one of the available resources. 
MVA Website, Info MVA, Forms, Bulletins, Interactive 

Titling and Registration Manual, and ERT Contacts 

Every employee can and should subscribe to receive the 

bulletins electronically  

3.  What can be found in the Interactive Title and 

     Registration Manual? 
How to process Basic Titling Transactions, Proper 

Assembly of Records, Forms, Excise Tax, and etc… 

5.  How is a dealership assigned to an ERT 

     Representative? 
By the first letter of their dealership’s name  

4.  How can you receive updates on Maryland 

     Legislative and MVA process changes? Who can receive 

     those updates? 



6 Sections 

1. Applicant Information 1 

2 2. Vehicle Information 

3 3. Lien Information 

4 

5 5. Registration  & 

Insurance Information 

6 

6. Odometer Statement 

& Certification 

36 

VR-005 (06-13) 

4. Tax Information 



Applicant 

Information 

1 
37 

 Jonathan NMN Doe 

D-000-435-044-002 

123 Main St. Po Box 4567 Annapolis 

  AA MD 21401 

01    01  68 

jdoe@yahoo.com 

J. Initial only 

../Administrator/Users/JB/Desktop/RMV/CO EX 1.ppt


Vehicle  

Information 

2 
38 

 X 
Toyota 2014 Camry 4T1BE46K78U566651 4S 



3 

Lien  

Information 

39 

  $18,995.00 

Security  

Agreement 01/01/14 SECU of MD 971 Corporate Boulevard 

Linthicum MD 21090 97465852001 



Tax 

Information 

40 

23,995.00 

2T5412J541DF46542 MD 

4 

Taxable Selling Price 
•Manufacturer’s rebates are taxable and should be 

included in the taxable selling price 

•Dealer processing fee and/or document fee is 

taxable and should be included in the taxable selling 

price 

•Should be clearly identified and not included as a 

lump sum on the buyer’s order and sales invoice 



Registration 

& Insurance 

Information 

5 
41 

X 
X 

12345678-1 
A AAA Mid-Atlantic 

Progressive American Insurance Co. 

Insurance Code 
•The ERT System requires a four-digit 

numeric code. 



6 
42 

Odometer  

Statement & 

Certification 

Jonathan  Doe 

 14th                 January             2014 

10 

Jonathan Doe                      



Documents Required: 

 Legible copy of the individual’s out of state driver’s license.  
The ERT Unit can only accept driver’s license for the United 
States and it’s Territories (Out of Country driver’s license and 
passport must be walked into MVA Full Service Branch Office) 

 

 Copy of the completed VR-005 with the customer’s full legal 
name (i.e. full first, middle, and last name), date of birth, 
Maryland address, vehicle information, and signed and dated 
by the customer 

 

 Documents can be faxed to the ERT Unit at (410) 424-3629 or 
(410) 768-7070 and it must contain a coversheet including the 
sender’s name and telephone number. Depending on the 
number of requests,  it could take 48 to 72 hours to receive your 
soundex number. 

 

 The ERT Unit will contact you when the soundex has been 
issued 



 Cannot be used for individuals 

 Is Issued for companies only 

 A valid FEIN number must be recorded on the 

Application for Certificate of Title (VR-005) 

 Cannot be requested through the ERT Unit 

 Your Vendor will provide a Z97 Soundex when 

requested.  

 

  



 The ERT System requires a four-digit numeric code that                 

is assigned by the MVA to each individual lien holder.  
 

•0531   •0581    •1235 

  Bank of America   Bank of America   Bank of America 

  P.O. Box 2969   2600 W. Big Beaver Rd   9000 Southside Blvd 

  Springfield, IL 62708   Troy, MI 48084    Jacksonville, FL 32256 
 

 

 Please contact your vendor for access to the Lien Code Manual. 

 If a lien code does not exist, it must be requested by the lien 

holder. 

 Second and additional lien holders are recorded by attaching a 

Security Interest Filing Statement (Form VR-217) and will not 

receive a Notice of Security Interest Filing 

 A $20.00 lien fee is charged for each lien recorded.  

 



 Not for personal loans 

 The lien holders may request a lien code by 

mail or fax to(410) 768-7594 Attention Lien 

Department. 

 The request must be in writing on company 

letterhead and must include a signature and 

date. 

 Once the lien code has been added, an 

updated lien code manual will be sent to your 

vendor.  



Taxable Items Non-Taxable Items 

 Retail Purchase Price 

 Shipping or Freight 

Charges 

 After Manufacture Items 

Included With The Vehicle 

At Time of Purchase 

 Manufacturer Rebates 

 Full Amount Charged for 

Processing Fee by Dealer 

 Documentation Fee 

 Dealer Discounts or 

Rebates 

 Extended Warranties 

 Mechanical Repair 

Contracts 

 Federal Excise Tax  

 Electronic Registration Fee 

 Trade-in Allowance 

 Equipment installed to 

accommodate a disabled 

person 



MD SAFETY INSPECTION 

48 

• With all used vehicles being registered 

• When the new vehicle mileage has 

reached 7,501 and over 

 

Is Needed: 

Valid for up to 

6 months; or 

until 1,000 

miles has been 

added to the 

vehicle’s 

odometer. 



 Out of State Dealers can: 

 Provide the inspection for the customer and register the 

vehicle. 

 Have the customer provide you with the inspection and 

register the vehicle. 

 Process the transaction as title only.  Note: If this option is 

selected, it will be the customer’s responsibility to have the 

vehicle inspected at an authorized safety inspection station 

in Maryland and registered. 



A   M              

EPO    D 



Up to 3700 = -3700 

GVW by Shipping Weight 

A 
M 

3701 and over = +3700 



GVW By Customer Request 
1 ton or more: 10,000 - 80,000 

by increments of 1,000 

EPO 
 GVW 
1/2 - 3/4 ton: minimum 7,000  

1/2 - 3/4 ton: maximum 10,000  

(SP in the exception field) and provide a 

completed weight certification (Form VR-142A) 





GVW 

00N/A 

D 

Note: Motorcycles not manufactured for use on the road will 

“NOT” be issued registration plates. “NR” will be entered in 

the inspection field. 





DEFINING WEIGHT 

 

 

GVW = -3700 

2786 



 

 

GVW = 7000 

DEFINING WEIGHT 

2439 



 

 

GVW = +3700 

DEFINING WEIGHT 

3851 



 

 

GVW = 00N/A 

DEFINING WEIGHT 

535.72 





*BUNDLE REPORT SHOULD BE ON TOP OF ALL THE TITLE RECORDS IN THAT BUNDLE REPORT. 

 *ALL TITLE RECORDS SHOULD BE LISTED IN ORDER AS SEEN IN THAT BUNDLE REPORT. 

     

EACH TITLE RECORD SHOULD BE AS FOLLOWS: 

FROM TOP TO BOTTOM (FIRST TO LAST) 

 Maryland MVA Title/Reg Receipt 

• Registration card (IF TRANSFERRING TAGS) 

• Application for Certificate of Title (VR-005) 

• Certificate of Origin, Title, or other acceptable ownership document 

• Lien Release-Notice of Security Interest Filing 

• Dealer Reassignment(s) 

• Dealer’s Bill of Sale 

• Miscellaneous MVA Forms 

• Odometer Mileage Statements 

• Maryland Safety Inspection Certificate 

• Vehicle Emission Report (IF SUBMITTED)  

  

     
 EACH TITLE RECORD SHOULD BE SEPARATED. 

 DO NOT USE AN EXCESSIVE NUMBER OF STAPLES. 

 DO NOT USE HIGHLIGHTERS. 

DO NOT FOLD FORMS. 



 SUBMISSION – Any work processed through the 
ERT dealer networks must be “transmitted” 
within 30 days of the date of delivery.   

 Bundles, containing title and registration records, 
need to be submitted to the MVA immediately after 
transmission by hand delivering them to counter 104 
in the Glen Burnie headquarters building of the 
MVA; or mailed to the MVA at the following address: 

   

   Maryland Motor Vehicle Administration 

   6601 Ritchie Highway NE 

   ERT Unit, Room 104 

   Glen Burnie, MD 21062 



All Dealers: 
 Must have a perpetual log, ledger, or record. 
 Must properly document all voided inventory. 
 Must account for all stickers, tags, and other 

sensitive items at all times. 
 Must limit access to the secured inventory only to 

necessary employees 
 Must have their employees who have access to the 

ERT System use their own ID and Password. 
 Must report stolen stickers and/or tags to the 

Maryland MVA Business Licensing Department, 
the ERT Unit and to your local law enforcement 
jurisdiction. 
 



 Maryland Vehicle Law 15-105 requires licensees 

to retain records for 5 years after the transaction 

to which it applies.   Note: The administration 

recommends that you retain records for at least 5 

years or longer (if your state requires a longer 

period of time). 

 During business hours, the records of the 

licensee shall be open to inspection by the 

Maryland MVA investigators, auditors, and any 

law enforcement while discharging his official 

duties. 









1.    Typing errors associated with vehicle information, especially the VIN Numbers, 

plate number, customer’s soundex number, and lien information 

2.    Mileage recorded incorrect or does not match the Maryland Safety Inspection 

3.    No Maryland Safety Inspection Certificate (if applicable) 

4.    Not sending bundle reports after the transaction is finalized 

5.    Paperwork is not in proper order with Maryland MVA Title/Reg Receipt 

attached.   

6.    No ownership document or lien release. 

7.    Not having signatures of all parties (Sellers & Buyers) on all forms, especially 

on the VR-005, Ownership Document and Dealer Reassignments. 

8.    Not collecting proper fees 

9.    Not transmitting the data and funds in a timely manner. 

10.  Transaction is voided and inventory is not collected from customer nor 

returned to MVA.  The customer is not notified of the cancellation of the transaction.  
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 Jonathan NMN Doe 

Z-975-000-990-002 

Dover 

    K DE 19903 

01    01  98 

jdoe@yahoo.com 

J. Initial only 

D-000-435-044-002 

1234 Main St.  123 Main St. Po Box 4567 Annapolis 

  AA MD 21401 

 Jonathan Doe 

 123 Main St. Po Box 4567  Annapolis  AA          Maryland    21401 

XYZ Car Auto Sales of Delaware 

Jonathan Doe                      
 Jonathan Doe 

Sarai Simpson agt 
 01/14/14 

 15,000 

Sarai Simpson     agt 

 NONE 

 U9999 
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 X 
Toyota 2008 Camry 4T1BE46K 4S 4T1BE46K78U566651  X 

4T1BE46K78U566651        2008 TOYT     4S      A    000009     A              9999999 

  N/A              -3700         00N/A         $50.50                   N/A                      01/01/08 

Z-975-999-999-999 

ABC123 AUTO SALES LLC 

1111 1
ST

 ST  

GLEN BURNIE, MD 21061 

Exercise #1 



Security  

Agreement 
01/01/14 SECU of MD                       971 Corporate Boulevard   

Linthicum        MD        21090  $18,99500      97465852001 

NONE 

 Jonathan Doe 

 123 Main St. Po Box 4567  Annapolis    AA          Maryland      21401 

Jonathan Doe                      

Sarai Simpson agt 

 Jonathan Doe 

 01/14/14 

 15,000 

XYZ Car Auto Sales of Delaware 

Sarai Simpson     agt 

 NONE 

 U9999 

Exercise #2 
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20,000 
20,000 

20,000 
1,200 

7.20 
1,192.80 

Jonathan                           Doe David Davidson         01/14/14 

123 Main St. Po Box 4567                                                                   (410) 999-9999 

Annapolis, Maryland 21401 

2008         Toyt      Camry             4s          blk   X 

15,000 

20,000    00 

450   00 

1,227   00 

20,450  00 

20,450 

Exercise #3 
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X 

X 

12345678-1 
A AAA Mid-Atlantic 

Progressive Specialty Insurance Co. Delaware Automobile Insurance Plan 5425641554 

5425641554 
01/14/2014 

0321 

 08  Toyota       Camry    4T1BE46K78U566651 

Jonathan Doe 
07/14/2014 

Jonathan Doe 

DELAWARE 
Exercise #4 
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Jonathan  Doe 

 14th                 January             2014 

TMU 

Jonathan Doe                      

15,000 

Classmate Dianna  L. Doe Lorreal Smith Mother 
S-999-998-998-999 11/13/1999 D-000-444-443-001                    10/10/1960 

XYZ Car Auto Sales of Delaware 

15,000 

Toyota 

Camry          4S 

4T1BE46K78U566651 

2008 

Exercise #5 





1.   Is a Maryland license required to title a vehicle? 

No, only a Maryland soundex number is required 

2.   What is needed if a CO has a mileage of 7,511?   

A Maryland Safety Inspection Certificate is needed 

      MVA recommends the dealerships to retain records for 5 yrs  

3. The full purchase price consist of the retail price, shipping 

      charges, after manufacture items, and manufacturer 

rebates.  What is missing?  

The Full Amount Charged for Processing Fee and 

Documentation Fee 

5.   What type of notifications can your dealership receive 

from the MVA? 
 Late Titling Letters and ERT Workflow Letters 

4.   How long does MVA require out of state dealerships to 

retain title records? 
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Congratulations! 
You are Ready! 


